Use ICT

eITe ey tor

= lapplications to meet needs

and solve given problems

and solve problems

a purpose

Category |No Level 1 Entry 3 Entry 2 Entry 1

Use correct procedures to Use correct procedures to

U1.01 start and shut down an ICT |start and shut down an ICT |Use computer hardware
system system

| Use a communication service i :

U1.02 55 Ecemtis tha irterriet Use input and output devices

Select and use software Select and use software f -
applications to meet needs Joe are appiications for Use ICT for a given purpose

Recognise and use interface
features effectively to meet
needs

Recognise and use interface
features

Recognise and use interface
features

Recognise and use interface
features

Selectnd adjust system
settings as appropriate to

Adjust system settings as
appropriate to individual
needs

Understand that settings can
be adjusted according to
individual needs

U2.01|;

Use ICT to plan and organise

Work with files to enable
storage and retrieval of

systems vk | information
Mana Work with files and folders to
U3.01 8 ) organise, store and retrieve  |Insert and remove media
|inforn flon retrieval information
U3.02 Insert, remove, label and Insert, remove, label and
" |store media safely store media safely
U4.01 |Minimise physical stress Minimise physical stress Minimise physical stress Minimise physical stress Minimise physical stress
U4.02 |Keep information secure Keep information secure Keep information secure ::cel::r:ccess IOt sK:;preaccas EaERn
Understand the danger of Understand the danger of g
U4.03 jcomputer viruses, and how to jcomputer viruses, and how to
minimise risk minimise risk
Understand the need to stay |Understand the need to stay |Understand the need to stay
U4.04 safe and to respect others safe and to respect others safe and to respect others Understand the need to stay
" lwhen using ICT-based when using ICT-based when using ICT-based safe
communication communication communication
US.01 Identify ICT problems and
" |take appropriate action
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Category |No |Level 2 . Level 1 Entry 3 Entry g Entry 1
152 = Select and use appropriate  |Select and use appropriate aRec?‘?n;?t: ';gull{zgs of ICT-  |Recoanise sources of
F1.01 sources of ICT-based and sources of ICT-based and b[a’Is)e dpan 4 oiher Tl of info?rgnation
|« fmx] other forms of information  |other forms of information inf tion
| |Recognise copyright
F1.02 . |constraints on the use of
ieZe i _ =~ linformation
rch |Access, navigate and search oo : :
Findand |F2.01 - internet sources of Use internet sources of E;nsiéngzznrgsmﬂsf:.om T Find appropriate information
select l .‘Z\J d (information purposefully and |information appropriate facilitiei from an ICT- based source
information : . effectively
L2122 o] Use appropriate search Use appropriate search
FZ.Oi techniques to locate and techniques to find required
¢ inf select relevant information information
electing|Use information from a
: variety of sources and Select and use information
F2.03 evaluate its match to that matches given
of _ requirements and fitness for |requirements
fitness for purpose DUIPOSE
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Category |No |Level2 Level 1 Entry 3 Entry 2 Entry 1
[ Enter, organise, develop,
D1.01 ation,|refine and format information,|Enter and edit information to |Enter information and edit it Eitar and &K infcination
3 to |applying editing techniques tojachieve the required outcome |as necessary
meet needs
D1.02 Use appropriate page layout
Format text to maximise
. : Enter and format text to
D1.03 . i e clarity and enhance arhatios S e
enta presentation
Create and format tables to
D1.04 |maximise clarity and enhance
presentation
dbtai nd |Obtain, insert, size, crop and |Insert and position images or
D1.05] E  |position images that are fit  |other digital content to
i for purpose achieve a purpose
C ev_elop and.orgamsg Enter, Fjevglop and'orgamsg Eriter arid brocess numbeis 1o
D1.06 |numerical information that is |numerical information that is ek s
Develop, fit for purpose ; fit for purpose :
Format numerical information |Format numerical information
present and |D1.07 : ;
commiicats appropriately appropriately
: ; Create and develop charts Create and develop charts
information and graphs to suit the and graphs to suit
D1.08 i . ? ’ : .
numerical information, using |requirements, using suitable
%ma_bg_la_be_ls i 3 labels
nter, organise, select an :
edit records using field names Egzeéuﬁaiﬁgﬁbﬁ
D1.09 [and headings, data types and

unique record identifier when
appropriate

ascending or descending
order

D1.10

Sort records on one or more
fields in ascending or
descendi

D2.01

Organise information of
different forms or from
different sources to achieve a
purpose

Organise information of
different forms to achieve a
purpose

D2.0
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Category |No

Level 2

Level 1 Entry 3

Entry 2

Entry 1

D3.01

Work accurately and
proofread, using software
facilities where appropriate

Work accurately and
proofread, using software Check meaning, accuracy and
facilities where appropriate  |suitability

for the task

Check accuracy and correct
errors

Identify and correct simple
errors

D3.02

Prodt ori hat is fit

lappropriate

Produce information that is fit
for purpose and audience Present information that is fit
using accepted layouts as for purpose

Present information that is fit
for purpose

Submit information correctly

D4.01|;

Evaluate the effectiveness of
ICT tools to meet
presentation needs

Develop,
present and

information

communicate |D4.02 ‘

Review and modify work as it
progresses to ensure the
result is fit for purpose and
audience

D5.01

Create, access, read and
respond appropriately to

Create, access, read and

respond appropriately to Create, access and respond

D5.02
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email anq ot_her ;CT -bqsed email anq otzher ;CT based appropriately to ICT-based pse ICT to send and receive |Receive [CT Tbased
communication, including communication, including Somrnlcation information communication
attachments, and adapt style |attachments, and adapt style
to suit audience to suit audience
Manage efficient storage of
ICT-based communications, ;
attachments and contact ve B IR R
addresses
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